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Report of 
The Somes On Compensation 
Oi Town Employees 


Pursuant to the vote of the Town 
under Article 5 of the 1953 warrant. 


Introduction 


Section 108A of Chapter 41 of the General Laws of Massachusetts 
authorizes a town to adopt a by-law to establish a plan classifying town 
positions and providing maximum and minimum compensation for the 
employees so classified. An increasing number of towns have adopted such 
by-laws; among them Natick, Concord, Wellesley, Needham and Win- 
chester. The warrant for our own 1953 Town meeting contained an article 
to see whether the Town would appoint a committee to study the desirability 
of establishing such a plan in Wayland, and to prepare a plan, if desirable. 
The Town voted to establish the committee. The Selectmen named the 
undersigned members. 


The committee has met frequently and consulted with Town officers 
and employees and others in a position to advise it. The committee pre- 
pared a study of the salaries and wages paid in neighboring towns and 
collected classification plans from comparable communities. It has also 
taken into account the practices and wage structures in private industry. 


The committee concluded that the Town should adopt a Wage and 
Salary Classification Plan and therefore prepared the Plan which follows 
this report. The main features of the Plan and the chief reasons for adopt- 
ing it are stated in the following paragraphs. 


What are the chief features of the Wage and Salary Sa ieee 
Plan? 
The main points are: 


1. A permanent Personnel Board is established. Its duties would be: 
(a) to administer the Plan in consultation with the interested 
Boards and Departments; 
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(b) to keep under continuous study and recommend general 
changes in wages and salaries and improvements in the 
Plan for action at Town meetings. 


2. Town positions are graded into classifications according to the 
required education, skill, responsibility and similar factors so that employ ces 
doing like work are placed in the same classification regardless of the 
Department that employs them. 


3. Most job classifications carry a salary range with a starting rate 
for new employees and step increases at the end of the first four years 
of service. 


4, An employee may obtain reclassification to a higher rated post- 
tion if his regular duties are changed because of the growth of Town 
business or his acquiring the skill, experience and responsibility necessary 
to perform the more important duties, 


5. Town Boards and Departments are left free, within the limits 
of their budgets, to determine who to hire and how many employees to 
hire for work in the different classifications. 


Should a Wage and Salary Classification Plan be adopted? 
The committee recommends the adoption of a plan for four reasons: 


1. A central Personnel Board administering a definite plan is the 
best assurance that employees in different Departments who do equal work 
will receive equal pay; and that, regardless of their Department, employees 
having different kinds of duties will be paid in proportion to their skill, 
responsibility and experience. 


2. A plan guards against the danger of a single Board or Department 
making changes in the wages or salaries of its employees, which are desir- 
able from its own point of view, without considering the effect on other 
Boards and Departments. 


3. A plan protects the interest of employees through continuous 
systematic study of wages and salaries by an independent Personnel Board, 
not charged like the Finance Committee with preparing the Town budget. 


4. Industrial concerns have found that similar plans resulted in 
fairer pay and greater satisfaction for their employees. Other towns have 
profited by following these business principles. 


The chief argument against adoption of a plan is that the Town is get- 
ting along well enough and the adoption of the Plan might interfere with 
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the excellent work now being done by the Town Boards and Departments. 
The committee is conscious of this danger but believes that the proposed 
Plan will be simple to operate and allows ample flexibility for the Boards 
and Departments. Any possible difficulties can be ironed out by coopera- 
tion between the Personnel Board and the Departments concerned. It is 
certain that a plan will have to be adopted as Wayland grows larger and 
the number of Town employees increases. It is easier and much more 
satisfactory to adopt a plan today and improve it with experience than to 
delay until a haphazard set of wages and salaries has developed. 


Should there be salary and wage increases this year? 


The cost of living has not increased significantly since the last Town 
meeting. Apparently there have been few wage increases for municipal 
employees. Industrial wages have risen but it is clear that they are leveling 
off. These are strong grounds for not granting a general increase this year. 
Nevertheless, the committee believes that increases are warranted in almost 
every case in order that Wayland should not be stingy in compensating 
Town employees. Adoption of the Plan would increase the general level 
of salaries about $100 a year and the basic wage rate about five cents an 
hour. 


What will be the effect of the Plan on present Town employees? 


No employee will have his pay reduced. Present employees will be 
fitted into the job classifications with credit for prior years of service. In- 
dividual employees will receive the increases necessary to establish a more 
equitable wage structure. In the Highway Department, for example, the 
hourly rate of all truck drivers is increased to $1.40 an hour while the 
men who operate such heavy and expensive equipment as the grader and 
large bulldozer will be increased to $1.50. Regular Water Department 
employees will receive $1.40. Clerical workers in the Town Hall probably 
should be classified in the Senior Clerk and Junior Clerk grades. 


What will be the effect on new employees? 


Most new employees will be hired at the minimum for their classifi- 
cation and receive annual increases each year for four years, if their work 
improves in normal fashion. 7 


Conclusion 


In studying the work done by the Town employees the committee 
reached certain additional conclusions not strictly related to compensation 


which it deems important to emphasize. At the present time many of the 
records of Town Departments are scattered all over the community and 
much of the work is done at home. We have no fault to find with the 
quality of the work but the lack of organization is inefficient and also 
makes it difficult for persons having business with Town ofhcers and em- 
ployees to transact their business. The committee deems it to be of the 
utmost importance that all Town records be maintained in a central location 
and that all possible work be done there. An executive officer in the Town 
Hall who would coordinate Town work under the direction of the different 
Boards and Departments would provide better organization and supervision 
and be a convenience to the public. The committee therefore suggests that 
the following measures ought to be carefully considered: 


1. Providing the physical space necessary to bring all Town work 
into a central location where records would be maintained and the work 
done by full-time employees. 


2. A full-time officer should be appointed at an adequate salary to 
serve as a point of contact with the public, to supervise work in the Town 
Hall, to act as executive secretary to all Town Boards and Commissions, 
and to discharge such other duties as might be assigned by the Town 
Boards and Departments. 


The Wage and Salary Classification Plan that follows is the result of 
careful study. It appears to be suited to the present needs of Wayland 
without being too complicated. If it is adopted, Town employees will 
receive compensation suitable for a town of Wayland’s size but which com- 
pares favorably with wages and salaries in neighboring towns. Although 
no one knows better than the committee that its Plan can be greatly im- 
proved with experience and further study, we sincerely believe that adop- 
tion of the Plan would be in the public interest. 


Respectfully submitted, 


DOMINIC ANZIVINO 
JOHN A. BROWNELL 
JOHN SIMONI 
ARCHIBALD COX, Chairman 


(Edward Veno, the fifth member of the committee, was away when 
the report was prepared and therefore had no opportunity to study it. 
The committee was greatly aided by his participation in earlier meetings. ) 


WAGE AND SALARY CLASSIFICATION PLAN 
TOWN OF WAYLAND, MASSACHUSETTS 


“36> 
ARTICLE JI 


PERSONNEL BOARD 


SECTION 1. There shall be a Personnel Board of five members ap- 
pointed by the Selectmen, who shall have power to fill vacancies. In the 
beginning one member shall be appointed for one year, a second member 
for two years, a third for three years, a fourth for four years, and a fifth 
for five years. Thereafter each member shall be appointed for a term of 
five years. No member of the Personnel Board shall be an employee of the 
Town or hold Town office. Members of the Personnel Board shall serve 
without compensation. 


SECTION 2. The Personnel Board shall have the following powers 
and duties — 


(a) to administer this Wage and Salary Classification Plan (here- 
after called ‘“Plan’’) in cooperation with the Town Boards and 
Departments affected ; 


(b) to establish such central personnel files for all employees as it 
deems useful in the administration of the Plan; and 

(c) to review the operation of the Plan annually, including mini- 
mum and maximum wage and salary brackets, and recommend 
to the Town any appropriate changes. 


In the case of any dispute concerning the interpretation or administra- 
tion of the Plan the decision of the Personnel Board shall be final subject 
to an appeal to the Town at the next Town meeting. 


SECTION 3. The Personnel Board shall meet as often as necessary 
to consider such business as may be presented by Town officials, Town em- 
ployees or other interested persons, but not less often than quarterly. Three 
members of the Board shall constitute a quorum and all action shall be 
taken by a majority of the members present at a Board meeting; provided 
that the Board may delegate to the chairrman power to act at any time on 
routine matters at the request of the employing agency, subject to appeal 
to the full Board. 


ARTICLE I] 


JOB CLASSIFICATIONS — SALARY OR WAGE BRACKETS 


SECTION 1. The positions of all Town employees, except as herein- 
after provided, are classified under the following job titles with the mini- 


mum and maximum wage or salary rates set forth: 


SCHEDULE OF SALARIES AND WAGE RATES 
FOR CLASSIFIED POSITIONS 


Position Min. 1 “yr: 2 yrs. 
; After After 


5 yrs. 
After 


4 yrs. Max. 
After Merit 


Administrative and Clerical — All Departments 


Accountant 


Sec’y — Principal Clerk 


Senior Clerk 
Junior Clerk 


Junior Clerk — Part time 


Police Chief 
First Officer 


Call Men — Police 
Call Men — Fire 


Inspection — Bldg., Wire, Oil 
Burner (Part-time employ- 


ment) 


School Nurse 


Librarian 
Ass’t Librarian 


Junior Librarian 


$3000 $3100 $3200 $3300 $3400 $3500 
2600 2700 2800 2900 3000 3100 
2200 2300 2400 2500 2600 2700 
1800 1880 1960 2040 2120 2200 
$1.00 an hour 


Public Safety 


$3900 $4020 $4140 $4260 $4380 $4500 
3300 3420 3540 3660 3780 3900 
$1.50 an hour 
1.50 an hour 
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Public Health and Welfare 


$2600 $2700 $2800 $2900 $3000 $3100 


Recreation 

$3400 $3520 $3640 3760 $3880 $4000 
2500 2600 2700 2800 2900 3000 
1800 1880 1960 2040 2120 2209 


Junior Librarian — Part time $1.00 an hour 
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Public W orks 


Highway Sup't 
Water Sup’t 4400 
Park Sup't 3000 
Cemetery and Moth Control 3100 
Second Man — Hwy. 3300 
Second Man — Water 3300 


Heavy Equipment Operator 
and Laborer (includes only 
such equipment as heavy 
roller, grader, and large 


bulldozer) $1.50 and hour 


Equipment Operator and La- 
borer (includes all truck 
drivers, most regular Water 
Dept. employees, and other 
operators of automotive 
equipment exercising skill 


and responsibility) 


Laborer-Regular (also in- 
cludes operators of such 
very light equipment as 
hand or power lawn mow- 


ers, sidewalk sweepers, etc.) 1.30 an hour 


Laborer-Probationary (first 90 


days) 1.15 an hour 


Laborer-Casual or part time 1.15 an hour 


4520 
3120 
zo) 
3420 
3420 


1.40 an hour 


4640 
3240 
3340 
3540 
3540 


4760 
3360 
3460 
3660 
3660 


4880 
3480 
3580 
3780 
3780 


$4400 $4520 $4640 $4760 $4880 $5000 


5009 
3600 
3700 
3900 
3900 


SECTION 2 The Personnel Board may prepare such additional job 
descriptions to supplement the foregoing job titles as it deems desirable. 


SECTION 3. If it becomes necessary during any year for any employ- 
ing agency of the Town to hire a regular employee to do work not covered 
by an existing classification, the Personnel Board may establish a tempo- 
rary new classification but the the same shall be submitted to the Town as 
a proposed amendment to the Plan in the next warrant for a regular Town 


meeting. 


SECTION 4. Upon request of an employing agency the Personnel 
Board is authorized, for cause shown, to convert an hourly rate shown in 
the foregoing schedule into a salary or a salary into an hourly rate, provided 
that no change shall be made which will increase or reduce the average 
earnings of any employee. 


SECTION 5. The wages and salaries of Town emplojees shall be 
fixed in strict accordance with this Plan. No Town Board, Commission, 
Committee, Department, official or employee (herein sometimes referred 
to as an “‘employing agency’) shall pay or employ any person a salary or 
wage not fixed in accordance with this Plan and approved by the Personnel 
Board hereunder. 


ARTICLE III 


SECTION 1. Every present Town employee not exempted by Article 
VIII, Section 1, shall be placed in the appropriate job classification and 
assigned the appropriate salary or wage rate immediately after this Plan 

ecomes effective in the following manner: 


(a) Each employing agency shall review the status of all its em- 
ployees and prepare a recommendation to the Personnel Board 
tentatively assigning each employee to the appropriate classifica- 
tion and indicating the rate within any salary bracket to which 
his years of service entitle him. 


(b) The Personnel Board shall immediately consider such recom- 
mendations and approve those which conform to the Plan. Any 
recommendation which the Personnel Board finds not in accord- 
ance with the Plan may be modified after consultation with the 
employing agency and the classification determined by the Per- 
sonnel Board shall be made effective. 


(c) Town employees shall receive their present rates of compensa- 
tion until classified and assigned a salary or wage rate in accord- 
ance with this Article. When the classification has been ap- 
proved by the Personnel Board, the salary or wage rate indicated 
shall be paid retroactive to January 1, 1954. 


SECTION 2. No present Town employee shall have his salary or 
wage rate reduced as a result of the adoption of this Plan. If any employee 
is receiving a salary or wage rate exceeding the maximum rate for his 
classification, he shall continue to receive his present rate as a personal 
rate so long as he holds the job — unless a general adjustment is voted in 
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Town meeting. No employee hired during the calendar year 1953 under 
an agreement calling for a specified increase during the calendar year 1954 
shall be paid less than the wage or salary agreed upon. 


SECTION 3. No present Town employee shall receive an immediate 
wage or salary increase amounting to more than $200 for the calendar year 
1954 as a result of the adoption of this Plan; provided that the Personnel 
Board may waive the provisions of this section in the case of present 
hourly rated employees where necessary to achieve the type of rate structure 
contemplated by Article II. After January 1, 1955, all employees affected 
by this $200 limitation shall be paid the full wage or salary shown in 
Article II according to their classifications and years of service. 


SECTION 4. Any employee who believes that he has not been 
properly classified under the Plan may complain to the Personnel Board 
by filing a grievance under Article VII. 


ARTICLE IV 


NEW EMPLOYEES — RECLASSIFICATION 


SECTION 1. An individual newly hired by the Town or permanently 
transferred from one job to another shall be paid the minimum salary or 
wage rate for his classification except as hereinafter provided. The appoint- 
ing agency shall report all transfers and, so as practicable, all proposed 
hirings to the Personnel Board in advance of appointment for approval of 
the employee’s classification and salary or wage rate. When prior consulta- 
tion is impractical, the appointing agency may hire an individual subject to 
review of his classification and salary or wage rate by the Personnel Board. 
The Personnel Board shall have no power to limit the number of employees 
hired or determine the kinds of work to be done or services to be per- 
formed by any employing agency of the Town. 


SECTION 2. Where in the judgment of the Personnel Board and the 
employing agency, unfairness would otherwise result, a Town employee 
assigned to work of a different classification for a temporary but substantial 
period, (not less than fifteen consecutive working days), shall be paid 
the minimum rate for that classification for as long as he does such work. 


SECTION 3. The duties of any employee may be reviewed by an 
employing agency upon request of the employee or its own initiative. If 
it appears to the employing agency that such employee belongs in a higher 
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job classification because of changes in the nature of his duties, the em- 
ploying agency may recommend his reclassification to the Personnel Board, 
which shall then review the facts and approve or deny the proposed re- 
classification. A reclassified employee shall be paid as an employee newly 
hired or transferred to the job as of the date the reclassification is approved. 


SECTION 4. Where the Personnel Board finds that a qualified 
worker is not otherwise available for a job in the employ of the Town or 
serious unfairness would result, a new employee may be hired above the 
minimum for the bracket by crediting him with his experience in com 
parable jobs for other employers. 


SECTION 5. Where an employee is to be hired or transferred to a 
skilled or semi-skilled hourly rated job on a trial basis, the employing 
agency may, with the approval of the Personnel Board, hire him at a rate 
ten cents an hour below the rate fixed by Article II, for a period not exceed 
ing 120 days. 


ARTICLE V 
INCREASES WITHIN ESTABLISHED RATE RANGES 


SECTION 1. After each of his first four years of service in a job 
classification (but beginning after the next payroll period) a salaried em- 
ployee shall be eligible for the step increase shown in the Schedule of 
Salary and Wage Rates. Step increases will be granted only upon written 
recommendation of the employing agency with the approval of the Per- 
sonnel Board. 


The intent of this provision of the Plan is to enable the Town to 
reward good and faithful service. It is contemplated that such increases 
will normally be granted but increases will be withheld in any case where 
the employee has not progressed rapidly enough to merit the increase set 
forth in the schedule. In putting the Plan into effect under Article HI 
present Town employees will be given credit for prior years of service in 
their present positions. 


SECTION 2. The final step increase shown in the Schedule of Salaries 
and Wage Rates is reserved for recognition of special merit shown by em- 
ployees of more than five years service. Such an increase will not be granted 
merely for length of service or normal attention to duties but is reserved 
for extraordinary cases. 


ARTICLE VI 
EMERGENCY WORK 


SECTION 1. An hourly rated employee (other than a police or fire 
department call man) required to work between 10 P.M. and 6 A.M. 
because of an emergency outside his regular working hours shall be paid a 
premium of ten cents an hour in addition to his regular rate of pay. 


ARTICLE VII 
GRIEVANCE PROCEDURE 


SECTION 1. Any employee who feels aggrieved by the administration 
of any provision of this Plan may take the matter up with his immediate 
supervisor. 


SECTION 2. If the matter is not cleared up following a discussion 
with the immediate supervisor, the employee may submit his complaint 
to the employing agency in writing, which shall then give the employee 
an informal hearing and attempt to reach a mutually satisfactory adjust- 
ment. 


SECTION 3. If the matter is not satisfactorily settled within two 
weeks after a written complaint is made, either party may submit the 
question to the Personnel Board. The Personnel Board shall take the mat- 
ter under advisement, may hold a public or private hearing and shall 
render a final and binding decision within thirty days. 


ARTICLE VIII 
EXEMPTIONS 


SECTION 1. No provision of this Plan shall apply to the official 
duties of any elected Town officer, to any fire department officer other than 
call men, to any employee of the School Committee unless brought under 
the Plan by the Personnel Board upon request of the School Committee 
nor to any of the following work or positions while performed on a part- 
time basis: 

Secretary to Selectmen 
Registrars — Clerical work 
Cemetery Department — Clerk 
Park Department — Clerical 
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Highway Department — Clerk 
Planning Board clerical assistance 
Fire station janitors 

Town Hall janitor 

Library janitors 

Election Wardens 

Election Officers and Tellers 
Registrars — Listing 

Milk Inspection 

Inspector of Animals 
Veteran’s Agent 
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